
OCEAN CITY
TRANSPORTATION DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.

PAGE 1 OF

Agency Division/Unit

Town of Ocean City Public Works/Transportation

ITEM
NO

1

2

3

4

5

6

7

8

9

DESCRIPTION

Bus and Train Work Orders
Contains: Vehicle records, titles, repair work
orders, fleet maintenance work orders, daily
pre-trip inspections, State vehicle inspection
reports.

Cashier sheets (copies)
Contains: Daily cash deposit slips for trains and
buses, daily cash summary sheets, deposit
tickets copies.

Record of daily bus passes sold
Contains: Bus cashier sheets

Personnel files and applications
Contains: employment applications, driving
records, Federal drug testing reports, physical
examinations of drivers.

Payroll reports
Contains: Holiday/Vacation reports, sick leave
reports, hours proof listing, hours register and
pay register. Originals to payroll dept.

Budget reports
Contains: Budget report copies for 1996-1997

Personnel files
Contains: Applications, personnel action forms,
leave of absence request forms, performance
appraisals. Originals sent to H/R.

Applications
Contains: Employment applications, health
history, driving records.

Terminations (seasonal)
Contains: personnel action forms, seasonal
terminations and any termination report.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE '*f?6ll'fau /Jpt^0^

SIGNATURE C MJ^JL^^^C

TYPE NAME ^

TITLE ;

1 ^7 / /

RETENTION

Retain for 3 years and until all audit
requirements have been filled, then destroy.

Retain for 3 years, then destroy.

Retain for 3 years and until all audit
requirements have been fulfilled, then destroy.

Retain until terminated, for 3 years, then
destroy.

Retain for 3 years and until all audit
requirements have been fulfilled, then destroy.

Retain for 3 years, then destroy.

Retain for 3 years after termination, then
destroy.

Retain for 1 year, then destroy.

Retain for 3 years after termination, then
destroy.

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE APR 1 1 an®

SIGNATURE j^7^%T»^£C. /tjP**-^** A
* /



OCEAN CITY
TRANSPORTATION DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.
PAGE 2 OF

Agency Division/Unit

Town of Ocean City Public Works/Transportation

ITEM
NO

10

11

12

13

14

15

16

17

DESCRIPTION

Miscellaneous files
Contains: Accident reports, New Hires, Receipt
of Drug Policy, Training Affidavits, etc.

Time Sheets
Contains: Time keeping records by employees.
Originals sent to H/R.

Correspondence
Contains: Copies of memos, etc.

Transportation Reports
Contains: Battery & tire, chemical, fuel, drug
testing, bus ridership analysis, monthly activity,
parking meter revenue, train reports, operating
statistics, city auctions, vehicle titles, etc.

Subject Files
Contains: ADA Paratransit Plan, Grants, bus
shelters, MTA material, correspondence,
Handicap van, P.C. & software purchase, Bus
engine bids.

Purchase Orders
Contains: Purchase Orders, service tickets,
correspondence, statements.
'Originals sent to Purchasing.

City Department Files
Contains: Correspondence, job order
summarys, invoices, reference manuals.

Applications for Charter Bus Permits
Contains: Applications, payment receipt book,
parking application, permits.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE T€tjLUA6.\4 1^1 l°00

SIGNATUR

TYPE NAME ' i)

TITLE >
7 V '

RETENTION

Retain for 3 years after termination, then
destroy.

Retain for 2 years, then destroy.

Retain for3 years, then destroy.

Screen annually. Destroy material having no
further legal, administrative fiscal or
operational value.

Retain for 3 years and until all audit
requirements have been fulfilled, then destroy.

Retain for 3 years and until all audit
requirements have been fulfilled, then destroy.

Screen annually. Destroy material having no
further legal, administrative fiscal or
operational value.

Retain for 3 years and until all audit
requirements have been fulfilled, then destroy.

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE ^R 1 1 m

SIGNATURE ^ ^ T ^ ^ i C f4*€*fa*j



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLANO 20794 Page

AGENCY RECORDS INVENTORY

ZZZOf

DEFINITION - Records Series • A group of related records normally filed and used as i unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly dssaibe the types of information/document
f f * f -

sdwns found in Ihe Series. Include ihe purpose or function of :?ie 3=riss.i

) .

7. RECORD^ERIES FORMAT(S)

JO Letter Size a Microfilm,

a Legal Size o Computer Tape

a Bound Book D Floppy Disk

o Audio Tape D Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

D

D. Chronological

o Geographical

Q Other (Specify).

9. VOLUME

/

File Drawer(s)
• Microfilm Reel is)
a Computer Tace ;3)
c Other (Spec:;-/)

Number L. >• j ^

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reei (s).
o Computer 7aoe(s)
• Other {Specify)

Number

11. FILE IS U8CD

Daily

12. FILE BECOMES INACTIVE AFTER

• Weekly a Monthly a Month(s) a Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Flopj, Room) 14. IS RECORO SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ~r office!

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

a Yes ._ a No

16. AUDIT REQUIREMENTS

a None • Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED Rl

O Yes_ D No

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMB.

;S 5SM (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARO WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series • A group of related records normally fifed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypss of information/documents/forms found in Ihe Series. Include the purpose or function of ;he Series.:

7. RECORD SERtES FORMAT(S)

o^Letter Size a Microfilm

o Legal Size o Computer Tape

a Bound Book a Floppy Disk

a Audio Tape o Video Tape

a Other (Specify) '

8. RECORD SERIES SEQUENCE

• Alphabetical

Jumerical

o Chronological

a Geographical

D Other (Specify).

9. VOLUME
File Drawer(s)

• Microfilm Res! (sj
D Computer Taoe Is)
c Other (Specify)

Number

10. ANNUAL ACCUMULATION
D File 0 rawer (sj
c Microfilm Reei (si.
a Computer Taoe(s)
a- Other (Specify)

Number

11. FILE IS USED,

'Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly D Monthly a Month(s) • Year(s)

Number

13. CURRENT LOCATIONS) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency zi office)

D Yes • n No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

D Yes _̂ D No

16. AUDIT REQUIREMENTS

D None a State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

o Yes • No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

S 55CM (Revised V93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 • JESSUP. MARYLAND 20794 Page

AGENCY RECORDS INVENTORY

Of

DEFINITION - RecordsXeries • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes
— . . — — i +/, , _ . . . , . , _ , , . . . . . , . _ _ . , — . , , _ . . — — . — - - - - — • . . ' • i • — - • . I—-- .

4. RECORD SERIES TITLE

0
5. EARLIEST YEAR / LATETEST YEAR

TO. /ff?
efl/tt6. RECORD SERIES DESCRIPTION ( Briefl/rascribe the lypes of informalion/documents/forms found in Ihe Series. Include Ihe purpose or function of ihe Series;

7. RECORD^ERIES FORMAT(S)

Letter Size a Microfilm

a Legal Size • Computer Tape

D Bound Book o Floppy Disk

• Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabejiesl

lumerical

D. Chronological

D Geographical

o Other (Specify)

9. VOLUME
rile Orawer(s)

a Microfilm See! is)
a Computer Tace (3)
• Other (Specify)

' Number

10. ANNUAL ACCUMULATION
a File Drawer (si
c Microfilm Reel (si
D Computer Tsoe(s)
a Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly o Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATIONS) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes : a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S regulalion(s)

a Yes ; . a No

16. AUDIT REQUIREMENTS

D None a Slate • Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED

a Yes • No

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUfc._...

5 550-4 (Revised V93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REV1SE0 RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. SOX 275 - JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page. Of

J
1. DEPARTMENT/AGENCY

DEFINITION - Records Series • A group ofgroup of related records normally filed and used as i unit for reference as well is retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/cccuments/forms found in the Series. Include the purpose or 'unction of ;he Series,

7. RECORD SERIES FORMAT(S)

ja'Tetter Size a Microfilm

a Legal Size a Computer Tape

• Bound Book a Floppy Disk

a Audio Tape a Video Taps

Q Other (Specify)

8. RECORD SERIES SE

Alphabetical

D Numerical

D Chronological

• Geographical

D Other (Specify).

9. VOLUME
File Orawer(s)

a Microfilm Reel (sj
a Computer Tace [s)
• Other (Specify)

• Number

10. ANNUAL ACCUMULATION
a File Drawer is)
a Microfilm Reei (s).
a Computer Taoe(s)
• Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

D Weekly o Monthly • Month(s) a Year(s)
Number

13. CURRENT LOCATIONS) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office':

a Yes : a No

15. ACCESS RESTRICTIONS (If yes, cite law's) &'regulation's)

a Yes ,_ a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal • Independent

19. NAME AND TITLE OF PREPARER

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

a Yes_

18. RECOMMENDED RETENTION

3 550-4 (Revised V93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY

DEFINITION - Records^eries - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORO SERIES TITLE

Mi

5. EARLIEST YEAR / LATETEST YEAR

CpRC6. RECORD SERIES DESCRIPTION ( Briefly describe the types of infornvziion/Cocumenls/forms found in the Series. Include the purpose or function of !he Series.:

7. RECORD SERIES FORMAT(S)

a Letter Size a Microfilm

• Legal Size a Computer Tape

a Bound Book • Floppy Disk

a Audio Tape _ o Video Tape

*r^ther (Specify).

8. RECORD SERIES SEQUENCE

D Alphabetical-^

-a^Numerical

a . Chronological

D Geographical

D Other (Specify)

9. VOLUME
File Drawer(s)

• Microfilm Reel {sj
a Computer Tape (si
c Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reei (s)
a Computer Taoe(s)
a Other (Specify)

Number

FILE ISUSE

gr Daily

r
12. FiLE BECOMES INACTIVE AFTER

• Weekly D Monthly a Monlh(s) c Year(s)
Number

13. CURRENT LOCATIONS) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency sr office)

a Yes ; a No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

a Yes : . a No

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED Rf

• Yes O No

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMB.

; 55<M (Revised 1/93)



' INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
i REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
. SCHEDULE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L SERVICES
RECORDS MANAGEMENT OMSION

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page.

1. DEPARTMENT/AGENCY 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/Cocuments/forms found in the Series. Include the purpose or function of ;he Series:

7. RECORD SERIES FORMAT(S)

o Letter Size • Microfilm

a Legal Size • Computer T2pe

D Bound Book a Floppy Disk

D Audio Tape ^^-''~-, ° Video Tape

STher (Specify) Ti

8. RECORD SERIES SEQUENCE

o Alphabetical

B—WCfnefical

o Chronological

a Geographical

D Other (Specify)

9. VOLUME

J

"rile Orawer(s)
a Microfilm See! ;sj
a Computer Taoe is)
• Other (Specify)

1 Number

10. ANNUAL ACCUMULATION
a File Drawer is;
o Microfilm Reei (si
n Computer Taoeisi
• Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

D Weekly a Monthly a Monih(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office;

a Yes • ' a No

15. ACCESS RESTRICTIONS (If yes. die law(s) S regulation(s)

a Yes ,_ • No

16. AUDIT REQUIREMENTS

a None a Slate o Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)
18. RECOMMENDED RETENTION

o Yes o No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

I 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS S50-I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page.

ds/Series •DEFINITION - Records/Series - A group of related records normally fifed and used as a unit for reference as well as retention and disposition purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of ;he Series;

7. RECORDSEJHES FORMAT(S)

B^Letter Size o Microfilm

n Legal Size o Computer Tape

o Bound Book a Floppy Disk

D Audio Tape D Video Taps

a Other (Specify)

8. RECORD SERIES

Aiphabeticai

• Numerical

D Chronological

a Geographical

a Other (Specify) .

9. VOLUME
File Orawer(s)

a Microfilm Ree! (s)
a Computer Tase is)
c Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer is;
• Microfilm Reel (si
a Computer Taoe(s)
a Other (Specify)

Number

FILE IS USE

V Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) • Year(s)

Number

13. CURRENT LOCATION(S)JBIdg.. Floor, Room) 4. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes • • No

•5. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

o Yes . • No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a independent

i7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)
18. RECOMMENDED

a Yes a No y

<9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

SSM (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Of
^

1. DEPARTMENT/AGENCY

DEFINITION - RecoXfs Series - A group of related records normally filed and used as i unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the iypes of information/flocumenls/forms found in (he Series. Include the purpose or function of ;he Series.:

7. RECORDSeRIES FORMAT(S)

l e t t e r Size Q Microfilm

a Legal Size o Computer Tape

a Bound Book n Floppy Disk

a Audio Tape a Video Tape

a Other (Specify)

RECORD SERIES :

Alphabetical

• Numerical

D . Chronological

D Geographical

o Other (Specify).

9. VOLUME
-ite Orawer(s)

• Microfilm Res! jsj
a Computer Taoe ;sj
c Other (Specify)

' Number

10. ANNUAL ACCUMULATION
D File Drawer ('sj
D Microfilm Reel (si
a Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily D Weekly

12. FILE BECOMES INACTIVE AFTER

D Monthly D Month(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg . Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office':

• Yes : 3 No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

Q Yes ; ^_ D No

16. AUDIT REQUIREMENTS

o None a Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

• Yes_ D No

J

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

iS 550-4 (Revised VS3)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECOROS INVENTORY

Page Of

1. DEPARTMENT/AGENCY

DEFINITION - Records Series • A group of related records normally file/and used as i unit for reference as well as retention and diaposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( 8riefly describe the types of informanon/accuments/forms found in Ihe Series. Include ihe purpose or function of ihe Series;

7. RECORDSfftlES FORMAT(S)

er^Letter Size o Microfilm

• Legal Size o Computer Tape

D Bound Book o Floppy Disk

a Audio Tape D Video Taps

D Other (Specify)

8. RECORD SERIES SEQUENCE

• Alphabgtie

Numerical

D Chronological

D Geographical

c Other (Specify) .

9. VOLUME
File Orawer(s)

a Microfilm Reel ;si
/ a Computer Taos ;3.l

/ A ? G Other (Specify)

' Number

10. ANNUAL ACCUMULATION
a File Drawer is;
o Microfilm Reel is)
Q Computer Taoe(s)
a Other (Specify)

Number

12. FiLE BECOMES INACTIVE AFTER

a Weekly o Monthly o Month(s) c Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Floor Room) 14. IS RECORD SERIES DUPUCATED ELSEWHERE? (If yes. specify agency or cffi:

Q Yes • • No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

o Yes : ,_ c No

16. AUDIT REQUIREMENTS

o None • Slate a Federal o Independent

17. IS AN INDEX SYSTEM USED7 (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

• Yes a No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

: 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY

DEFINITION - Reco/Bs Series - A group of related records normally fifed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of in'orrnc!ion/cccuments/forms found in Ihe Series Indude the ourpose/ir function of ;he Series:

7. RECORDSefffES FORMAT(S)

/ J Letter Size Q Microfilm

Q Legal Size a Computer Tape

a Bound 8ook a Floppy Disk

a Audio Tape a Video Tape

D Other (Specify)

8. RECORD SERI£S-5tQUENCE

Alphabetical

a Numerical

a Chronological

a Geographical

D Other (Specify).

9. VOLUME
rile Orawer(s)

o Microfilm Reel (s)
a Computer Tase ;s_i
c Other (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer js;
a Microfilm Reel (si
a Computer Tsoe(s)
a Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION'S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or office)

a Yes • a No

!5. ACCESS RESTRICTIONS (If yes, cite Isw(s) 8 regulalion(s)

a Yes ; ._ o No

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

i7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

• Yes • No

BER!9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUM 21. DATE

5SO-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION
SCHEOULE (DGS 550-1)

D E P A R T M E N T OF G E N E R A L SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794 Page

AGENCY RECORDS INVENTORY

/ / of yZ

1. DEPARTMENT/AGENCY 3. UNIT

DEFINITION • Records Series^ A group of related records normally fifed and used as a unit for reference as well as retention and disposition purposes

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found j / t h e Series. Include ihe purpose or function of ;he Series.:

7. RECORD^eRIES FORMAT(S)

•efLetterSize a Microfilm

a Legal Size Q Computer Tape

a Bound Book a Floppy Disk

a Audio Tape a Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

Q Alphabetical.

Jumerical

D . Chronological

o Geographical

O Other (Specify).

9. VOLUME

"ile Orawer(s)

a Microfilm See! (s)

a Computer Taoe [3)

c Other (Specify)

' Number

10. ANNUAL ACCUMULATION

o File Drawer is)

D Microfilm Reel (s).

a Computer Taoe(s)

a Other (Specify)

Number

11. FILE IS U:

Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly o Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORO SERIES DUPLICATED ELSEWHERE? (If yes. specify agency it office!

D Yes • 3 No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes ; ^ D No

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

19. NAME AND TITLE OF PREPARER

17. IS AN INOEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

D Yes

18. RECOMMENOED RETENTION it

S 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE (OGS 550-1)

D E P A R T M E N T OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page.

1. DEPARTMENT/AGENCY 2. DIVISION

a
3. UNIT

r Z>7 W7r+*
DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

OESCRI

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/Cocuments/forms fcund in the Series. Induce the purpose or funcsion of ;he Series:

/

7. RECORDS£RIES FORMAT(S)

a^etter Size a Microfilm

a Legal Size Q Computer T2pe

a Bound 8ook a Floppy Disk

a Audio Tape o Video Taps

a Other (Specify)

RECORD SERIES SEQUENCE

o Alphabetical^

vlumerical

D Chronological

a Geographical

a Other (Specify).

3. VOLUME
rile Orawer(s)

D Micoiilm See! ;'s.i
• Computer Taoe is!
c Other (Spscfy)

Number

10. ANNUAL ACCUMULATION
o file Drawer is;
G Microfilm Reel (sj
a Computer Taoefs)
• Other (Specify)

Number

' 1 . FILE IS USEI

Daily

12. FILE BECOMES INACTIVE AFTER

• Weekly D Monthly D Month(s) a Year(s)

Number

•3. CURRENT LOCATIONS) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes ; ' a No

.5. ACCESS RESTRICTIONS (If yes. cite law(s) S regulalion(s)

D Yes ; . D No

16. AUDIT REQUIREMENTS

D None a State a Federal a Independent

7. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

o Yes O No

&r S y

•?.3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

S50-4 (Revised 1/93)



INSTRUCTIONS - TYPE Oft PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP. MARYLAND 2079*

AGENCY RECORDS INVENTORY

p a o e of

1. DEPARTMENT/AGENCY 3. UNIT

Syfie: • meDEFINITION - Records Syfies - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

/y

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of ;he Series;

m/^fpA^sr y&^A
7. RECORD SERJWFORMAT(S)

et^leUer Size o Microfilm

o Legal Size a Compuler Tape

a Bound Book a Floppy Disk

a Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIESSEQUENCE

Alphabet icsl

a Numerical

o Chronological

Q Geographical

a Other (Specify)

9. VOLUME
rile Qrawer(s)

a Microfilm Reel ;sj
a Computer Taoe ;s)
c Other (Specify)

• Number

10. ANNUAL ACCUMULATION
a File Drawer [%)
• Microfilm Reei (si.
a Computer Taoe(s)
D Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

n Weekly • Monthly o Month(s) • Year(s)

Number

3. CURRENT LOCATION'S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 {If yes. specify agency or cfficei

a Yes • n No

5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulalion(s)

o Yes ,_ • No

16. AUDIT REQUIREMENTS

D None a Slate a Federal a Independent

7. IS AN INOEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTIC

D Yes a No

Destroy material having no
further legal, administrative
fiscal or operational value.

9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

4 =-.
Page.

1. DEPARTMENT/AGENCY 3. UNIT

i Series • i • filiDEFINITION - Records Series • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenis/forms found in the Series. Include the purpose or function of trie Series:

RMAT(S)

O Microfilm

o Computer Tape

a Floppy Disk

o Video Tape

8. RECORD SERIES SEJJU£NCE

(iphabetical

D Numerical

D. Chronological

D Geographical

o Other (Specify) .

9. VOLUME
TtTOrswerfs)

a Microfilm Reel is)
a Computer TaDe ;s)
• Other (Specify)

• Number

10. ANNUAL ACCUMULATION
o File Drawer is)
D Microfilm Reel is)
a Computer Taoefs)
a Other (Specify)

Number

11. FILE IS USED

"Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly D Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency cr cfficei

a Yes • • No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

D Yes ; D No

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

O Yes_ O No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

3S 550-4 (Revised 1793)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 3. UNIT

DEFINITION - RecordVSeries - A group ofgroup of related records normally filed and used as a unit for reference as well as retention and diiposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series Include the purpose or function of the Series;

'J

r

7. RECORD Sj-BHS FORMAT(S)

Letter Size • Microfilm

D Legal Size • Computer Tape

D Bound 8ook a Floppy Disk

a Audio Tape a Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

(iphabeticai

a Numerical

D Chronological

a Geographical

a Other (Specify).

9. VOLUME
Hie Orawer(s)

• Microfilm Reel ;s)
a Computer Taee ;si
• Other (Specify)

10. ANNUAL ACCUMULATION
a File Drawer (si
c Microfilm Reel (si
a Computer Taoe(s)
D Other (Specify)

Number

11. FILE IS USED .̂

'Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) c Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

h

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office')

D Yes = No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 8 regulation(s)

a Yes a No

16. AUDIT REQUIREMENTS

a None a State a Federal • Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain brieny and
describe any hardware/software)

18. RECOMMENDED RETE

• Yes 0 No

Retain for 3 years and until all
auitRequirements have been
""filled, then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

. 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page .

1. DEPARTMENT/AGENCY 2. DIVISION

•7 - >

3. UNIT

S«fies -DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO,

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/dccuments/forms found in the Series. Include the curposs or function of ;he Series',

7. RECORD SEHtES FORMAT(S)

BT^ietter Size • Microfilm

n Legal Size • o Computer Tape

D Bound Book o Floppy DisK

D Audio Tape o Video Taps

a Other (Specify)

8. RECORD SERIESSE

Mphabeticai

a Numerical

D Chronological'

• Geographical

o Other (Specify).

9. VOLUME
'r i ie Drawar(s)

a Microfilm See! is;
a Comouter Taoe ,'si
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
a Pile Drawer ;s)
D Microfilm Reel (si
0 Computer Tsoeis)
a Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly o Monthly a Month(s) c Year(si

Number

13. CURRENT LOCATION'S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office

D Yes c No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

D Yes D No

16. AUDIT REQUIREMENTS

D None a State • Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

• Yes • No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMB

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

I
1 550-4 (Revised 1/93)


